
HR/PAYROLL CAPPS DESK AID CHECKLIST
Desk Aid

Note: This Desk Aid was written to the specifications of CAPPS Central Agency modules and may not 
reflect the unique process variations implemented by individual or non-Central agencies. 
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DESK AID 
PAYROLL CHECKLIST 

SUMMARY 

Payroll Checklist steps and instructions can be accessed directly in CAPPS.  Steps and instructions 
for On-Cycle, Off-Cycle, Board Member, Cancellation, Replacements, Returned Monies, TWC, and 
941 processing can be found in CAPPS. 

NAVIGATION 

1. Navigate: Dashboard: Payroll & Commitment Acctg > Tile: Payroll Checklist

2. Select the appropriate Checklist Name from the drop-down menu and click the Search button.
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3. Select the Checklist Name on the right side of the page to see the Checklist details.

4. The Payroll Checklist steps and instructions are displayed.
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5. Select Search Results in upper-left corner to view another Payroll Checklist.  
NOTE: if the steps below don’t work to view another Payroll Checklist then either re-load 
the page using your browser refresh button or return to the Payroll & Commitment Acctg 
Dashboard and select the Payroll Checklist tile again.
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6. To view another Payroll Checklist, select Clear, choose another Checklist Name, select Search and 
       click on the search results.
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PAYROLL CHECKLIST – OPTIONS ON HOW TO PRINT 

SUMMARY 

Two options exist to download the Payroll Checklist page to Excel for printing. 

OPTION 1 

1. From the Payroll Checklist page select the Download to Excel button in the upper right hand
corner of the page.

2. An Excel window should open that includes the Payroll Checklist steps.  NOTE – if this process
creates an error, produces a blank Excel file, or does not produce an Excel file, then
proceed with Option 2 in order to download the Checklist data.

3. Formatting changes to the Excel document can be made for ease of use and/or printing as
desired (i.e. wrap column text, size columns for printing, etc.).  Save for future use.



OPTION 2 
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1. Navigate to NavBar > Navigator Icon > Reporting Tools > Query > Query Viewer or Query
Manager OR NavBar > Navigator Icon > HR/Payroll Reporting > Reporting Tools > Query >
Query Viewer or Query Manager

2. Search for query TX_PY_PAYROLL_CHECKLIST and click Run to Excel.

3. Select the appropriate Checklist Name from the drop-down menu and click the View Results button to
download the Checklist steps and instructions to Excel

4. Formatting changes to the Excel document can be made for ease of use and/or printing as
desired (i.e. wrap column text, size columns for printing, etc.).  Save for future use.
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